Vacancy Announcenent #P00-288 DVH
VACANCY ANNOUNCEMENT

POSI TI ON: ATF Speci alist, GS5-1854-13
(Trai ni ng Manager)

LOCATI ON: Bureau of Al cohol, Tobacco and Firearns
O fice of Training and Professional Devel opnent
ATF Acadeny, GCeneral Training Branch
@ ynco, Ceorgia

NOTE: SECRET CLEARANCE REQUI RED
OPENI NG DATE: August 10, 2000 CLCSI NG DATE: Cct ober 10, 2000
NOTES: More than one selection may be made

A certificate will be issued to the selecting official every
thirty (30) days from openi ng date.

AREA OF
CONSI DERATI ON: Bur eau- wi de

MAJOR DUTI ES: The incunbent conducts |ong and short-term pl anni ng concerning the
Bureau-wi de i npl enentation of training and career devel opnent principles and
practices, integrating themw thin the Bureau's overall strategic planning
function; provides recommendati ons on operational policy matters as a result of
eval uati ons/ observations of training; perforns needs anal yses and quality
assurance reviews for Bureau training prograns; and designs and devel ops course
material. Instructs in classes and serves as program coordi nator for courses.

QUALI FI CATI ON REQUI REMENTS: Applicants nust have one year of specialized
experi ence equi valent to the next |lower grade level in the Federal service.

Speci al i zed Experience: is experience which is directly related to the duties of

the position to be tilled and which has equi pped the candidate with the particul ar

know edge, skills and abilities to successfully perform the duties of the

posi tion.

Speci al i zed experience for this position may be gained by working with one or nore
of the foll ow ng:

- Federal laws and regulations regarding the production, processing, storage,
distribution and tax systemof distilled spirits, w ne, beer, tobacco products,
and the manufacture, distribution, and transfer of firearnms and expl osives.

- Equi prent, operations, records, and processes at distilled spirits plants,
Wi neries, breweries, or tobacco products factories, and used in the firearns
and expl osi ves manufacture and distribution trade.

- Principles and practices of accounting or auditing (less than full professional
know edge) .

- Inspection or investigative techniques.

In addition to the know edge described above, applicants must have denonstrated
ability in ALL of the follow ng areas:

- Ability to recognize situations where tax revenue nay be endanger ed.

- Ability to solve problems and devise techniques for acconplishing work
obj ectives where few precedents or guidelines are avail abl e.
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- Ability to deal with others with poise, tact, and good judgmnent.
- Ability to organize informati on and communi cate orally and in witing.

Applicants nust neet all qualification requirements within 30 days of the closing
date of this announcemnent.

EVALUATI ON METHODS: Status applicants wll be evaluated and given points on
rel evant experience; formal college |evel education; training and self-devel opnment
within the past five years; @I, SSP, Special Act and Suggestion awards; current
performance appraisal; and the Supplenmental Experience Statement. The follow ng
factors in the Supplenmental Experience Statement will be used as the basis for
determ ning the best-qualified applicants.

SUPPLEMENTAL EXPERI ENCE STATEMENT

On separate sheets of paper, describe your work experience, training and/or

awar ds, volunteer experience or hobbies as they relate to each of the itens |isted
bel ow. Provide detalled evidence of each of the factors and show how and when
they were used. Include clear, concise exanples that show | evel of

acconpli shments and degree of responsibilTity. Tnclude where and when you acquired
the know edge and abilities.

1. Know edge of mission responsibilities of the Bureau, including the | anws and
regul ati ons enforced, jurisdictional policies, and interrel ati onshi ps between
the various Bureau directorates.

2. Ability to analyze conplex and sensitive issues, determ ne the underlying
causes and effects of such issues, and to nake sound recomendati ons for
alternative courses of action.

3. Know edge of enpl oyee devel opnent techni ques to present, coordi nate, and
facilitate traini ng workshops, sem nars, conferences, and other events.

4. Ability to communicate orally and in witing to deliver formal presentations,
prepare in-depth reports, briefing docunents and other witten materi al

5. Interpersonal skills dealing with a diverse group of nanagers, executives,
col | eagues, custoners, service providers, information providers, expert
resources, generalists, specialists, and others.

CONDI TI ONS OF EMPLOYNMENT

The followi ng statenents are applicable if checked:

A pre-enploynent drug test is required.

Position is subject to randomdrug testing. The tentative selectee (if not

currently occupying an ATF testing designated position) will be required to

submt to urinalysis to screen for illegal drug use. Appointnent to this

position is contingent upon receipt of a negative test result.

__ A pre-enpl oynent background investigation is required.

X_Incunmbent nmust be a U S. citizen.

__ Mal e applicants born after Decenber 31, 1959, nust be registered with the
Sel ective Service System

____ Subject to a supervisory/ managerial probationary period.

_X_ Reinbursenent of relocation costs will be authorized.

GENERAL | NFORNVATI ON

1. Applications will not be returned to applicants.
2. Applications nmust be received by the closing date of this announcenent.

NOTE: Full performance [ evel of position is GS 13.
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Candi dates may submit a resune; SF-171, Application for Federal Enploynent; or
OF-612, Optional Application for Federal Enploynment. The OF-612 may be
obt ai ned by contacting us at the address and tel ephone nunber bel ow, or by
dialing into the Ofice of Personnel Managenent's electronic bulletin board
system at 912-757-3100, or through the Internet (Tel net connections only at
FJOB. OPM GOV). The SF-171 is no |longer available for distribution

Your application npust contain the follow ng i nformation

Title, series, grade and vacancy announcenent nunber of the vacancy for which
you wi sh to be consi dered

Ful | nane, social security nunber and mailing address.

Dayti me and eveni ng tel ephone nunbers.

For experience nost relevant to this position, include nane of enployer, dates
of enploynent, job title, grade (if applicable), start and end dates and a
description of duties and responsibilities.

Average hours worked for each position if other than 40 hours per week.

Nane, | ocation and date of high school and coll ege attended.

Type of degree, if any, date received, GPA, major/mnor field of study.

Rel evant training: course titles, dates, number of hours and institutions.
Description and year of awards, honors, and special qualifications such as

| anguage, conputer skills, typing speed.

Clear identification of U S. citizenship.

Addi ti onal information/conpleted forns should be submtted, if checked:

Witten response to the Suppl emental Experience Statenent.

DD- 214, if claimng 5 point preference. (For non-status consideration only.)
Both DD 214 and SF-15, if claimng 10 point preference. (For non-status
consi deration only.)

Col l ege transcripts or lists of college courses.

Race and National Oigin Identification Form- ATF F 2931.1 (attached)
(Optional). Information submtted will be used for statistical reports only.
Performance appraisal, dated within the last year. |If not submtted, credit
will not be given for that portion of the evaluation process. (For status
consi deration only.)

Current/former Federal enployees - SF-50 reflecting conpetitive status.
Applicants with disability or veterans eligible for non-conpetitive

appoi ntnment. Provide appropriate docunentation

Current Notice of Results.

Conpetitive exam ning authority has been del egated to ATF by the U S. Ofice
of Personnel Managenment. Non-status applications will be forwarded to the

Del egated Examining Unit for rating, ranking and referral. Status candidates
who wish to be rated under both merit pronotion and conpetitive procedures
must submit two conplete applications.

Self-certification for typing proficiency.

X_ Self-initiated training and sel f-devel opnment taken within past five years

(courses, training sessions or semnars that are three or nore days in
length.) Provide nonth/year of class, title and |l ength of class. (For status
consi deration only.)

O her:

SEND COVPLETED APPLI CATI ON TO

Bur eau of Al cohol, Tobacco and Firearns

Per sonnel Divi sion, Room 4170

Attn: Di ane Howard

650 Massachusetts Ave. NW

Washi ngton, DC 20226

(202) 927-8630 TDD users call (202) 927-7964
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TO FIND QUT ABOUT OTHER JOB OPPORTUNI TI ES | N THE BUREAU OF
ALCOHOL, TOBACCO AND FI REARMS USE WEBSI TE WAWV USAJOBS. OPM GOV
or WA ATF. TREAS. GOV

THE BUREAU OF ALCOHOL, TOBACCO AND FI REARMS PROVI DES REASONABLE
ACCOVMMODATI ONS TO APPLI CANTS W TH DI SABI LI TI ES ON A CASE- BY- CASE BASI S.
| F YOU NEED A REASONABLE ACCOVMODATI ON FOR ANY PART OF THE APPLI CATI ON
AND HI RI NG PROCESS, PLEASE NOTI FY THE PO NT OF CONTACT LI STED ON THI S
VACANCY ANNOUNCEMENT.

AN EQUAL OPPORTUNI TY EMPLOYER

ALL APPLI CANTS W LL RECEI VE CONSI DERATI ON REGARDLESS OF RACE, COLOR, AGE,
SEX, NATI ONAL ORI G N, NON- DI SQUALI FYI NG DI SABI LI TI ES, MARI TAL STATUS, SEXUAL
ORI ENTATI ON, RELI G ON OR ANY OTHER NON- MERI T REASON.



